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Accessing InciWeb Cheat Sheet
How to get an InciWeb Login Account; Gain Access to a Unit; Get Access for a Unit; 
and become a Superuser for a Unit.

For detailed information, see the InciWeb User’s Manual, available online at www.nifc.gov/PIO_bb/inciweb.html
InciWeb is designed to serve the long term communication needs of the unit with jurisdiction over the land that an incident occurs on (i.e. National Forest, State Department of Forestry, County, etc.).  Consequently, to create or update incident records in InciWeb, you must be granted access to the unit with jurisdiction over the land that an incident occurs on by a designated “Superuser” for the unit, often the unit public affairs officer or webmaster.
Note:  Superusers can also create and update incident records for their unit(s). 

To create or update incident records in InciWeb, you will need:
	*A Ness Application Portal (NAP) username and password 
	*Access to the unit with jurisdiction over the land that an incident occurs on

If you do not have a NAP username and password:
· Request a NAP account.  Detailed instructions are posted on the National Interagency Fire Center (NIFC) Public Information Officer (PIO) Bulletin Board at http://www.nifc.gov/PIO_bb/inciweb.html in a document titled “Ness Application Portal (NAP) Account Request Instructions” 
· [bookmark: OLE_LINK1][bookmark: OLE_LINK2]If you are an InciWeb Superuser, after you receive your NAP username and password, you will be able to log in to the InciWeb Administrative site through NAP and create and update incident records without any additional action.  Detailed instructions on how to log in to the InciWeb Administrative site through NAP are posted on the NIFC PIO Bulletin Board at http://www.nifc.gov/PIO_bb/inciweb.html in a document titled “Ness Application Portal (NAP) Log In Instructions”
· If you are an InciWeb User, you will need to contact a Superuser and ask them to add you in to InciWeb before you can create or update incident records.  Users can contact any Superuser and ask to be added in to InciWeb.  Users will need to provide Superusers with their first and last name; NAP username (but not NAP password); email address; and alternate email address (if they have one).  A list of Superusers, as well as instructions for Superusers on how to add Users in to InciWeb, is posted on the NIFC PIO Bulletin Board at http://www.nifc.gov/PIO_bb/inciweb.html in  documents titled “InciWeb Superusers” and “Instructions for Superusers to add Users in to InciWeb.”  If you can’t find a Superuser, or if the Superuser is unavailable or can’t grant you access, contact the Interagency Incident Applications Helpdesk by phone at (866) 224-7677.
· After you have a NAP username and password and you have been added in to InciWeb, if necessary, follow the directions in the next section to gain access to the unit with jurisdiction over the land that an incident occurs on.
If you already have a NAP Account, you are a Superuser or a User that has been added in to InciWeb by a Superuser, and you need to gain access to a unit to create and update incident records:
· Log in to the InciWeb Administrative site through NAP.  Detailed instructions are posted on the NIFC PIO Bulletin Board at http://www.nifc.gov/PIO_bb/inciweb.html in a document titled “Ness Application Portal (NAP) Log In Instructions”  
· On the InciWeb Administrative Site Welcome Screen, click the “Unit Selection” tab.

· All of the units that you have already been granted access to will appear in a table.  If you are going to create or update an incident record for a unit that you have already been granted access to, click on the unit to highlight it, then click the “Unit Home” tab and proceed to create or update an incident record.  

· If you are going to create or update an incident record for a unit that you have not been granted access to, you will need to contact the Superuser for the unit and ask them to give you access.  To find the Superuser, click the “Administration” tab, then click the “Superuser Lookup” tab and search for a Superuser by unit name (i.e. Yellowstone National Park, Oregon Department of Forestry, etc.).  The name, phone number, and email address for the Superuser(s) will appear.  A list of Superusers is also posted on the NIFC PIO Bulletin Board at http://www.nifc.gov/PIO_bb/inciweb.html in  a document titled “InciWeb Superusers”

· If you can’t find a Superuser, or if the Superuser is unavailable or can’t grant you access, contact the Interagency Incident Applications Helpdesk by phone at (866) 224-7677. A unit line officer will need to speak to an Interagency Incident Applications HelpDesk representative to authorize access. 
To get access for your unit on InciWeb:
· To use InciWeb to provide information about incidents occurring on land under the jurisdiction of your unit, contact the Interagency Incident Applications Helpdesk by phone at (866) 224-7677 and ask for your unit to be added to InciWeb.  Note:  Units will be added to InciWeb only by their official National Wildfire Coordinating Group (NWCG) identifier.
To become a Superuser for one or more units:
· To become a Superuser, who can grant access to Users to create and update incident records in InciWeb occurring on one or more units as well as create and update incidents in InciWeb occurring on those units, send an email to the Interagency Incident Applications Helpdesk stating that you will be the Superuser for the unit(s) that includes:  

· First and last name
· [bookmark: _GoBack]Ness Application Portal (NAP) username
· Email Address
· Alternate Email address (if you have one)
· Phone number
· Name of the Unit(s) you will be the Superuser for
Note:  Superusers can expect to receive lots of requests from users for access, so it is recommended that they be designated at the lowest appropriate organizational level (i.e. a National Forest or Ranger District instead of a Regional Office).  
· You will receive an email confirming that you have been designated as a Superuser for the unit(s).
· Log in to the InciWeb Administrative site.  Detailed instructions on how to log in to the InciWeb Administrative site through NAP are posted on the NIFC PIO Bulletin Board at http://www.nifc.gov/PIO_bb/inciweb.html in a document titled “Ness Application Portal (NAP) Log In Instructions”
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